
 

 

uMgungundlovu Economic Development Agency, the entity of uMgungundlovu District hereby invites applications from 

committed and innovative individuals for the following vacancy. 

 

VACANCY – PROJECT OFFICER (TASK 11) R 29 684,09 p.m (EXCLUSIVE OF BENEFITS) 

(REF. UMEDA 11/08/25) 

POSITION REPORTS TO: GENERAL MANAGER: PROJECTS DEVELOPMENT  
 

   

 

QUALIFICATIONS AND REQUIREMENTS: 

 

• Bachelor’s degree in project management / public administration / business administration / economics or related 

field. 

• 3–5 Years in project management, preferably within local government, development agencies, or similar 

environments. 

• Computer literacy is essential. 

• Registration with SACPCMP will be an advantage 

• Sound Knowledge of accounting system Sage Pastel will be an advantage 

• Drivers Licence Code B 

 

Job Summary: 

To coordinate, implement, and monitor projects aligned to UMEDA’s strategic objectives, ensuring the effective 

delivery of economic development initiatives in the district through sustainable project execution, stakeholder 

collaboration, and administrative efficiency 

 

Key Responsibilities: 

 

Project Planning & Management: 

• Assist in identifying community development needs and translate them into project concepts. 

• Conduct feasibility studies and baseline assessments to support project proposals. 

• Develop comprehensive project implementation plans (scope, timelines, cost estimates). 

• Prepare and submit project profiles, business cases, and budgets for approval. 

• Coordinate procurement of service providers in collaboration with SCM. 

• Conduct regular site inspections and verify implementation against plans. 

• Track project expenditures and ensure adherence to financial controls. 

• Manage risks and implement mitigation strategies. 

• Report on progress to internal leadership and external stakeholders. 

 

Technical Professional Advisory Services: 
• Provide technical input on project design and execution strategies. 

•  Advise internal teams and external partners on regulatory frameworks. 

• Compile project templates, tools, and guidelines for consistency. 

• Identify process improvements to enhance delivery capacity. 

• Offer mentorship or knowledge-sharing sessions with junior staff or community stakeholders where applicable. 



 

Economic Development Promotion: 

• Collaborate with local businesses and government agencies to identify economic growth opportunities. 

•  Support development of investment attraction material (e.g., brochures, presentations). 

•  Identify suitable sites for development in collaboration with Planning and GIS units. 

• Help businesses navigate compliance, licensing, and funding applications. 

• Conduct due diligence for proposed public-private partnerships or joint ventures. 

 

Investment Facilitation: 

• Collaborate with local businesses and government agencies to identify economic growth opportunities. 

• Support development of investment attraction material (e.g., brochures, presentations). 

•  Identify suitable sites for development in collaboration with Planning and GIS units. 

•  Help businesses navigate compliance, licensing, and funding applications. 

•  Conduct due diligence for proposed public-private partnerships or joint ventures 

 

Strategic Partnerships / Stakeholder Engagement: 

• Build and maintain relationships with key government departments, community organisations, academic 

institutions, and private investors. 

• Organise stakeholder engagements, roundtables, and consultation sessions. 

• Represent UMEDA in district-level and provincial economic development forums. 

• Capture stakeholder input for project adaptation and improvement. 

• Develop and manage MOU’s or service-level agreements with partners. 

 
Client Enquiry and Project Administration: 
• Serve as first point of contact for project-related enquiries. 

• Record, track, and resolve client queries in a professional and timely manner. 

• Maintain and update all project documentation and databases (e.g., Gantt charts, stakeholder lists, budgets). 

• Prepare agendas, minutes, and logistics for project meetings. 

• Support internal audits and compliance checks with up-to-date documentation. 

 

Risk Management  

• Performing a risk assessment: Analyzing current risks and identifying potential risks that are affecting the            

company. 

• Performing a risk evaluation: Evaluating the company’s previous handling of risks and comparing potential risks   

with criteria set out by the company such as costs and legal requirements. 

• Designing and implementing an overall risk management process for the organization, which includes an 

analysis of the financial impact on the company when risks occur. 

• Conducting policy and compliance audits, which will include liaising with internal and external auditors. 

• Building risk awareness amongst staff by providing support and training within the company. 

 
Performance Management 

       

• Provide support to GM: Projects in developing strategic and operational leadership in the design, development, 

implementation and communication of Performance Management Framework; 

• Establish and maintain linkages between the Performance Management unit and other HR department functions 

to ensure uniformity in the application of policies and procedures. 



• Researching, recommending, and implementing procedures, systems, and processes in line with relevant 

legislation, policies and agreement Monitoring and Evaluation. 

• Reviewing, recommending, and implementing relevant policies, guidelines and/or operational regulations so that 

effective regulatory mechanisms are in place for the Business Unit. 

 
Service delivery budget implementation plan (SDBIP) 

 

• Ensuring that systems, procedures, and methodologies are in place to support outstanding service delivery. 

• Developing a deep understanding of projects to gain insights into the scope of service delivery. 

• Providing accurate and regular reports to the management on the performance of the service delivery. 

• Leading personnel management, including staff recruitment, performance assessment, training, and mentoring. 

• Building strong relationships with teams and stakeholders to enable effective dialogue exchange between 

departments. 

 
COMPETENCIES, KNOWLEDGE, AND SKILLS  
1. A strong understanding of project management principles including planning, monitoring and evaluation.  
2. Demonstrate competency in data management and analytics.  
3. Demonstrate competency in written and verbal communication skills.  
4. Demonstrate capacity to learn and acquire new digital skills and get the best out of existing software.  
5. A positive solution focused attitude, with attention to detail and ability to meet tight and multiple deadlines.  
6. Ability to work independently and within a small team on own initiative, demonstrating resourcefulness and   
               Managing competing priorities.  
 

UMEDA is committed to the provisions of the Employment Equity Act No. 55 of 1998 and reserves the right 
not to make any appointment. Any appointment that promotes representation in all categories and levels 

within the workforce will gain preference. 
 
 

No Faxed or emailed applications will be accepted. If you don’t hear from us within 21 working days after the 

closing date, regard your application as unsuccessful 

 
Closing Date: 26 August 2025 at 16h30 
 
Submit application and CV’s together with certified copies of qualifications, driver’s license and ID to Sharne Rothwell 
hand delivered to UMEDA Show Grounds, Chief Albert Luthuli St, Town Hill, Pietermaritzburg.  
 
 

An Employment Application Form is available on the uMgungundlovu Economic Development Agency 
(UMEDA) website. All applicants are required to download, complete, and attach this form along with their 

CV when applying for the vacancy. 
Please note that the relevant department for this position is the Project Department. 

 
 
 
Enquiries directed to Sharne Rothwell, Tel: +27 (0)33 342 3396 or Email: career@umeda.co.za  
 
Mr. Michael Newton – Chief Executive Officer  


